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Deputy Director (Administration) 28 May 195
Advisor for Management
Punctions sand Workload of the Management Analysis Office.

the

1. You have asked that I furnish informstion regarding |

functions of this Office together with informetion as to specific
projecta.

_ ' .
2. The atteched presentetioa comtalns the regueste

informetion in tebular form and has been limited to those projects

of real significance. A majority of our projects represent &

beartening smount of cocperatios and collshoration in bringing

to beer upon msjor problems the efferts of competent functional

specialists and experienced mansgement analyets.

3. I shall be pleased to discuss the attached at your
convenlence if you so desire.

Attschment: Report re Punctioms and
Projects Outstending, Management
Analysis Office.
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FUNCTIONS AND PROJECTS OUTETANDING
MAMAGEMENT AMALYSIS OFFICE

%
PROJECT IITL® SOMPLETE

Determinstion of proper organisational location 90
of Shipping Branch.

Development of organizationa) structure of OCI. 75

Compilation of list of functioBal rearrangements 15
likely to be neceszory upon conselidation of
Agency in one locetion.

Determination of responsibility of CIA Watch 25
Officers in opening persormlly sddressed mail
after normal working hours.

Exsnination of responsibility for fila presen- 8o
tations and audience make-igp.

Examination of the functions sad responsibilities c
relative %o the cperstion of uail, courier,

filing and records menagemsnt.

Development of procedwres to pewfect the process- 60
ing of Perscoal History Stetemsnts and Eame Check
Requests through the Inspection spd SBecurity Office,

Exsmination of Agency paper comservation messures 10
responsive to Buresu of the Bufiget Circular.

Study of organization, preceéures and menpower ko
requirenents of the rim Mfice,

Development of IBM procedures for vouchered 50
payrolis.
Installation of IBM procedures for preparation 60

snd control of all Agency tables of organization.
Appliceticn of machine methods to yeports and o0
controls relative to recruitmsent snd placement

of peysonnel,

Preparation of Agency telephone directory from 100
punched cards.

o

TARGET
DATE
28 May

10 June

5 Jupe

15 June

1 June

1 Octover

1 June

5 June

1 July

1 Auguat

1 July

1 June
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FUNCTIOR FROJECT TITLE COMPIETE DATE
fitock recerd accounting through punched card 20 1 October
ayplications.
Machine methods support for the OFC logistical comtinuous

survey for JC8,

Collsborstion vith IBM lLabewstaries in developing not available
pev type of machine for the repid indexing smd
retrieving of informstion.

Development Development of policy and practices relative to 90 1 June
and Issuance property accountability in combat ereas.

of Agency
Regulatione
Practices to be followed in Ssalinmg with private o 15 Jupe
vendors of supplies and equipment.
Revision of Agency Correspondencs Manusl. 20 31 July
Iesvance of CIA procedursl regulations. ko 1 Septeber
Issuance of Agency Safety Namual. 20 15 June
Revision of Employees' Bandbook. &0 1 July
T/0 8tulies  Examination of OCD T/0 with 20 15 June
25X9 regquasied incresse from positions,
25X9 Exsaination of ORR T/0 with 5 1 July
reguented increase from positicns.
8tudy of proposed T/O crestismg an sssessment 25 1 June

activity in the Training 0fCice.

(Rote: Approximately twemSy separate T/0
exsminations are presently im pwrocess.)

Reports and  Development of en Agency reports and statisticsl 25 1 Septamber
Statistice coptrol system.

Bupport
Revision of system for reporting monthly 75 31 ey
porsonnel data.

Forms Control The numercus projecte in progress are oo continucus

numerous Lo mention. Specific results are
enumerated in our recent savings recapituletion.
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